How to: Upload a Spreadsheet into MXD
This document describes how to create an affidavit spreadsheet that is loadable into MXD. 

What you’ll need
1. The affid.xls spreadsheet

2. Login credentials for your account on MXD

Editing the Spreadsheet Affidavit
Edit the spreadsheet to reflect the client and agency needed on the invoice. Most of the Agency, Payee and Station information is not needed but is probably worth entering for a clear paper trail.
There are specific instructions for these required fields:


Header:


B9 Payee Name



E1 Invoice Number



E2 Invoice Date (‘MM/DD/YYYY) (must be text; prefix entry with ‘)


E3 Broadcast Month (‘MM/YY) (must be text; prefix entry with ‘)



E4 Rep Order Number optional for most agencies


E5 Advertiser Name



E6 Product Name



E9 TE Cable System (must be blank)


E10 Syscode – Enter the cable syscode or station call letters.


E16 Media Type (must be R, TV, LC or X, and must be UPPERCASE)


E18 Band (must be TV, FM, AM or X, and must be UPPERCASE)



E20 Total Spots – (must be text, not a formula)



E21 Gross Billing  - (must be text, not a formula)


E22 Commission – 0 if none (must be text, not a formula)


E23 Net  - (must be text, not a formula)

Spot(s):



Network Name – Letter code for Radio*, 4 digits for cable.


Spot Date – Must be formatted as text (prefix entry with ‘), not as an Excel Julian date

Spot Time – Use 12 hour time; 12:00PM for example. PM and AM must be capitalized and there can be no space between the time and the AM or PM
* NOTE: For radio invoices ONLY, as long as all spots ran on the Station listed in field E10, there is no need to list the call letters on the individual spots.

Spot Rate – Use the total amount to be billed. Always use a period and cents


Spot Length – In seconds
Copy ID – Use the ISCI code or AD-ID
NOTE: Make sure there are no entries in any cells other than those labeled in the spreadsheet. Any entries outside of the labeled fields will cause the invoice to fail the upload process.

Save the spreadsheet. Be sure to use something unique.
Uploading the spreadsheet to MXD:

NOTE: Due to the exacting nature of the Excel upload format, it is preferred that you send the invoice(s) directly to support@emediatrade.net.  The support staff will review the excel sheet, make sure everything is in the right format, and then upload for you.

If you wish to upload the invoices yourself, the procedure is below.

Direct Upload Process:

1. Go to http://www.emediatrade.net
2. Login ID: __________
3. Password: __________
4. Click Upload

5. Click Choose File and browse to the edited spreadsheet

6. Click Upload

The invoice should automatically target and send. If it does not, you will have to manually target and send the invoice. If the agency requires client, product, and estimate codes and/or Agency ID code you may edit those in by clicking on the blue document ID then clicking on Edit.
